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Today's Presentation 


• I Will : 

» Describe Current Records Retention Practices 

» Show Inconsistencies in Classification, Coding, Retention 
and Maintenance of Records 

» Highlight Other Records Retention Deficiencies 

» Explain Legal/Business Related Problems/Concerns 

» Provide Recommendations/Explain Benefits of 
Implementation 

• TASK FORCE SHOULD THEN 

Approve, Disapprove or Modify Recommendations 
and Decide How to Proceed From Here! 
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Present Records Retention Schedule Environment 

(PM USA) 


Retention 

Number of 

Retention 

Number of 

Schedules By 

Retention 

Schedules By 

Retention 

F»n.g.tiQn/Locali 9 n 

Schedules 

Eiitue.ti.Qn/L9.cation 

SchedMies 

Corporate Affairs (NY) 

4 

Manufacturing (C) 

12 

Corporate Affairs (R/L/C) 

1 

Manufacturing (L) 

1 1 



Manufacturing (R) 

49 

Distribution/ Customer 
Service (R) 

3 

Marketing (NY) 

14 

Finance (NY) 

7 

Manufacturing Technical 

1 

Finance (R/L/C) 

29 

Services (R) 


Human Resources (C) 

1 

Operations (NY) 

3 

Human Resources (L) 

5 



Human Resources (NY) 

5 



Human Resources (R) 

22 



Information Services 
(R/L/C/NY) 

1 

President-PM USA (NY) 

1 

Leaf (R/L/C) 

2 

R&D (R) 

1 

Legal-PM USA (NY) 

1 

Sales (NY) 

13 



Sales (National) 

2 


TOTAL = 188 RETENTION SCHEDULES (13,000 CATEGORIES) 
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EVALUATION PROCESS 

(STANDARDIZATION VS. INCONSISTENCIES) 



♦ Grouped 8,000 Current Retention Schedule Categories From 
159 Retention Schedules Under 700 Broad Major Headings 
(Excluding 29 Retention Schedules - Richmond Finance) 

♦ Used H&W Existing Standardized Categories/Codes Whenever 
Possible During This Grouping Process 

♦ Analyzed Categories/Groupings to Determine Degree of 
Standardization/Inconsistencies in the PM USA Records 
Retention Program 
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FINDINGS 

INCONSISTENCIES/IRREGULARITIES 

(CLASSIFICATION/CODING/RETENTIONS) 


CURRENT ENVIRONMENT 

(Excluding Richmond Finance) 

» Inconsistent Retention/Maintenance Practices Among Departments 
Which Are the Office of the Same Record 

» Unofficial Records Being Retained Longer Than Office of Record 
Copy 

» Inconsistent Retention/Maintenance Practices Across and Within 
Departments & Functions 

» Degree of Inconsistency in Classification, Coding and Retention Is 
Tremendous 
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Offices of Record" Inconsistencies 

(Examples) 



Cabarrus 

Louisville 

New York 

Park 500 

Richmond 

York 

• Affirmative Action 
Files (HR) 

C + 5 

C + 4 

C + 10 

_ _ 

C + 3 

C + 3 

• Bulletins/Postings/ 
Notices (HR) 

ACT + 10 

C + 5 

-- 

-- 

P 

-- 

• Business Conduct 
Policy Statements 
(HR) 

— 

— 

C + 50 

-- 

P 

-- 

• Customer 

Complaints (Q&SS) 

P 

-- 

-- 

C + 5 

C + 8 

— 

• Disciplinary Action 
Reports (HR) 

ACT + 4 

P 

C + 3 

-- 

C + 10 

-- 

• Employee Medical 
Records (HR) 

P 

ACT+30 

— 

-- 

P 

-- 

• Employee 
Verifications (HR) 

C + 1 

C + 1 

C + 3 

-- 

C + 3 

— 

• General Ledgers 
(FIN) 

_ _ 

_ _ 

C + 50 

• - 

P 

_ _ 
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"Offices of Record" Inconsistencies 

(Examples 2 of 2) 



Job Descriptions 
(HR) 

• Material Safety Data 
Sheets (HR) 


SUP 


SUP 


C +30 (CHP) 
P (PM) 


• O rganizational 
Announcements 
(HR) 

• Personnel/ 
Employee Records 
(HR) 

• Vouchers (FIN) 


ACT + 50 


C + 50 


ACT + 30 (CHP) 
P (PM) 


C + 1 0 


• W orkers 

Compensation (HR) 


C + 25 


C+29 


ACT 
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Records Exceeding "Office of Record" Retention 

(Examples) 



Office of 

Record Cateaorv 

Record 

♦ Action Cost Team 

MTS/C+5 

♦ Budgets 

FIN/C+5 

♦ Capital Forecasts/ 


Expenditures 

FIN/C+3 

♦ Contributions 

CORP. 


AFF./C+7 

♦ Expense 

FIN/C + 10 

Statements 


♦ Factory Smokes 


Orders 

FIN/C+3 

♦ Time Sheets 

FIN/C+5 


HR 

MFG 

MTS 

R&D 

— 

P 

— 

— 

— 

C+7 

-- 

— 

— 

C+5/P 

C+5 

~ 

— 

C+10/P 

— 

— 

C + l 5 

— 

— 

— 

— 

C+4 

— 

C+5 

P 

.. 
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Inconsistencies Within/Across Functions 

(Examples) 



Cateaorv 

HR 

IS 

LEAF 

MFG 

MTS 

NY 

R&D 

TSF 

• Agencies & 
Consultants 

C+1 -C+5 


— 

SUP -SUP + 5 

C+1 -C+15 

C + 5 

C+2 

- 

- 

• Campaigns/ 
Programs/ 

Special Events 

SUP 

C+1 - C+7/P 

- 

- 

ACT/SUP 

C + 1 - C + 1 5 

C+1 

ACT+1 

C + 2 

- 

•Expense 

Statements 

C+1 - C+15 

- 

C + 3 

C - C + 3 

- 

- 

- 

C + 6 

• Five Year Plans 

C+2 - C+5 

C+3 

C + 1 5 

SUP 

C + 1 -C+10 

C + 5 

- 

P 

- 

• Patents 

- 

- 

- 

ACT - ACT+1 5 

C + 5 - C + 10/P 

SUP 

C + 3 

C + 3 

- 

• Presentations & 
Speeches 

C+3 _ C+10 

C + 5 

C+20 

SUP 

C+1 - C+1 5/P 

C + 5 

C + 15 

C+7 

- 

- 

• Purchase Orders/ 
Requisitions 

C + 1 _ C+3 

ACT+1 

C + 6 

ACT/SUP 

C + 1 - C+10/P 

C + 5 

C+2 

C+2 

- 

• Jime Sheets 

C - C+2/P 

- 

C + 1 

SUP 

C - C + 5 

C+1 

-- 

- 

- 

• Training & 
Development 

ACT - ACT+10 
SUP -SUP+5 
C+1 - C+5 

C+2 

- 

SUP -SUP + 5 
ACT - ACT+5 
C+1 -C + 30 

C+1 

C + 5 

C+2 

ACT + 2 
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Degree Of Inconsistent 

Classification/ Coding/Retention 

(Examples) 



Cateaorv 

H&W 

Standardized 

Codes/Retentions 

Standardized 
Codes/Retentions 
Used (#) 

Other Unique 
Codes Used 

m 

Current 

Retentions Used 

IBanael 

♦ Associations & 
Memberships 

A0470/C+2 

<10 

>40 

ACT/SUP 

C+1 - C+15 

♦ Bills of Lading 

B0181/C+7 

<5 

10 

C+1 - C+7 

♦ Brand Files/ 
Cigarette 
Information 

B0321/C+5 

B0320/C+3 

25 

25 

SUP 

C - C+10 
p 

♦ Budgets 

B0431/C+5 

B0430/C+2 

<50 

>100 

C+1 - C+7 

♦ Campaigns/ 

Programs/Special 

Events 

C0020/ACT+1 

<20 

>60 

ACT/SUP 
C+1 - C+15 

P 

♦ Correspondence 

C0770/C+2 

<35 

>150 

ACT/SUP 
C+1 - C+10 


P 




Source: https://www.industrydocuments.ucsf.edu/docs/xhckOOOO 





Degree Of Inconsistent 
Classification/Coding/Retention 
(Examples 2 of 3) 


QMs&slsx 

H&W 

Standardized 

Codes/Retentions 

Standardized 
Codes/Retentions 
Used (#1 

Other Unique 
Codes Used 

m. 

Current 

Retentions Used 
(Ranqe) 

♦ Goals/Objectives/ 
Planning 

G0110/C+3 

15 

>150 

SUP 

C - C+10 

P 

♦ Organizational 
Announcements 

00081/C+4 
00080/C + 1 

<10 

>35 

SUP 

C - C+15 

P 

♦ Organization 

Charts 

00070/SUP 

00071 /SU P + 50 

<10 

>50 

SUP -SUP + 5 

C + 1 - P 

♦ Performance 
Appraisals 

P0160/ACT 

<10 

>40 

C - C+5 

P 

♦ Policies & 
Procedures 

P0330/SU P 

>45 

>175 

SUP -SUP + 5 
C+1 - C+10 

P 

♦ Presentations & 
Speeches 

P0450/C+7 

30 

>60 

SUP 

C + 1 - C+20 


P 


’f 
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Degree Of Inconsistent 
Classification/ Coding/Retention 
(Examples 3 of 3) 


Category 

H&W 

Standardized 

Codes/Retentions 

Standardized 
Codes/Retentions 
Used (#) 

Other Unique 
Codes Used 

ill 

Current 

Retentions Used 

LR.an.ag.). 

♦ Projects 

P0620/ACT 

30 

>75 

SUP/ACT + 1 - ACT+15 
C - C + 15/P 

♦ Purchase 

Orders/ 

P0780/C+2 

<20 

>70 

ACT/SUP 

C + 1 - C + 10/P 

Requisitions 





♦ Standards/ 
Specifications 

S0450/SUP 

2 

>60 

ACT - ACT+1 

SUP -SUP + 5 

C+1 - C+3/P 

♦ Surveys & 
Studies 

S0730/C+3 

20 

>60 

SUP 

ACT - ACT+5 

C+1 - C+15/P 

♦ Training & 
Development 

T0380/C+5 

<20 

>120 

SUP -SUP + 5 

ACT -ACT+1 0 

C + 1 - C + 30/P 

♦ Vouchers 

V0120/C + 1 
V0121/C+50 

<20 

>25 

C-C+10 

C+50 


v 

giSUITSOZ 
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Limited Standardization of Maintenance/ 

Retention Practices 
(Examples) 



Category 
• Administrative 


Standardized 

Retention 

C+2 


Other Retentions 
Used 

C (3) 

C+1 (18) 

C+3 (1) 


Standardized 
Category Code 
Used 

A0150(>45) 


# Of Other 
Category Codes 
Used 

>80 


• Calendars/ 

Diaries/ C+1 

Daytimers 


C(1) C0010 (>50) <120 

C+2 (1) 


• Contracts & 

ACT+6 

SUP (1) 

C0650 

Agreements 

ACT 


C0651 (40) 


<60 


• Safety Issues C+5 


0 S0320 (1) 


>75 


08 SHIISOS 
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OTHER RETENTION SCHEDULE 
DEFICIENCIES FINDINGS 

(UNNECESSARY/IMPROPER CATEGORIES/PERIODS OF RETENTION) 


• CURRENT ENVIRONMENT 

» Redundant/Repetitive Categories 
» Ambiguous Categories 

- Categories Describing Locations Vs. Records 

- Categories Describing Subjects Vs. Records 

- Categories Describing Functions/Departments Vs. Records 

- Categories Describing Storage Media/Systems Vs. Records 

- Categories Describing Useless Information 

» Multiple Categories Describing Variations of the Same Record in the Same 
Department 

» Categories Created to Allow Rotation of Records for Retention Purposes 
» Categories With Improper Use of SUP/ACT Retention Periods 


ISSUTTSOS 
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REDUNDANT/REPETITIVE CATEGORIES 

(EXAMPLES) 


1. Goals/Objectives/Planninq 

» Administrative Planning 
» Annual Objectives 
» Forecasts/Plans 
» Planning and Forecasts 

2. Policies & Procedures 

» Cigarette Disposal Policy 

» Damage Handling 
Procedure 

» Emergency Procedures 
» Flood Procedures 
» Rework Procedures 


3. A pplications & Resumes 

» Applications 

» Employment 

Applications/Resumes 

» Resumes 

» Resume/Applications 

4. Projects 

» Ad Hoc Projects 
» Facility Projects 
» Major Projects 
» Minor Projects 
» Special Projects 




Source: https://www.industrydocuments.ucsf.edu/docs/xhckOOOO 






REDUNDANT/REPETITIVE CATEGORIES 

(EXAMPLES 2 of 2) 


5. Surveys & Studies 

» ATF Study 
» Direct Materials Study 
» Industry Surveys 
» Special Studies 

6. Standards/Specifications 

» Cigarette Specifications 
» Product Specifications 
» Specifications 
» Standards 


7. Production Reports 

» Cigarette Production 
Reporting 

» Daily Downtime Report 
» Factory Reports 
» Machine Downtime Report 
» Production Return Reports 
» Reject Reports 
» Start Reports 

» Superintendent Downtime 
Report 

» Weekly Production Report 
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Ambiguous Categories 

Categories Describing Locations Vs. Records 



• Examples 

♦ Bermuda 100 

♦ BL Plant 

♦ Cabarrus Factory 

♦ Corporate Office 

♦ International 

♦ Kraft 

♦ Louisville 

♦ M/C 


♦ Ne w York - General 

♦ Park 500 

♦ PM Locations 

♦ Richmond 

♦ Stockton Street 

♦ 20f/7 Street 

♦ York Engineering 




Source: https://www.industrydocuments.ucsf.edu/docs/xhckOOOO 





Ambiguous Categories 

Categories Describing Subjects Vs. Records 



• Examples 


♦ Adhesives 

♦ Agriculture 

♦ Alcohol 

♦ Blends 

♦ Beetles 

♦ Export 

♦ Filters 

♦ Firmness 

♦ Flavors 


♦ Menthol 

♦ Perforation 

♦ Packing 

♦ Processing 

♦ Pack Seal 

♦ Spotting 

♦ Tipping 

♦ Tobacco 


S8SUTTS08 
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Ambiguous Categories 

Categories Describing Functions/Departments Vs. Records 


• Examples 

♦ Administrative 

♦ Benefits 

♦ Communications 

♦ Customer Service 

♦ Direct Materials 

♦ Industrial Engineering 


♦ Plant Operations 

♦ Product Services 

♦ R&D 

♦ Technical Services 

♦ Training Center 
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Ambiguous Categories 

Categories Describing Storage Media/Systems Vs. Records 



• Examples 

♦ Desktop 

Systems/Workstations 

♦ Diskettes 

♦ Electronic Mail 


♦ Mainframe Systems 

♦ Network Systems 

♦ Terminal Messages 
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Ambiguous Categories 

Categories Describing Useless Information 



* Examples 

♦ Directors & Managers 
Confidential & Privileged 
Files 


♦ Searches 


♦ Outdoor Files 

♦ “Personal” Files 


♦ Tracking Files 

♦ Updates 


v 

88SmtS0S 
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MULTIPLE CATEGORIES DESCRIBING VARIATIONS OF THE 
SAME RECORD IN THE SAME DEPARTMENT 
Example : Customer Service Records Retention Schedule 


Category Retention Period 

♦ Direct Rebate Invoices C+7 

♦ Incentive Credit Rebate Invoices C+7 

♦ Invoice Copies of Customer C+7 

Billings 

68SUITS02 
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CATEGORIES ALLOWING ROTATION OF RECORDS 

FOR RETENTION PURPOSES 
Example : Leaf Department Records Retention Schedule 


Category Retention Period 

• General Leaf Operating C+5 

Files 

• Permanent Leaf Operating P 

Files 


06StiXtS02 
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CATEGORIES WITH IMPROPER USE OF 

SUP/ACT RETENTIONS 


• Examples : 

Category Retention Period 


» 

Bills of Lading 

SUP 

» 

Correspondence 

ACT/SUP 

» 

Disciplinary Action Reports 

ACT 

» 

Presentations & Speeches 

SUP 

» 

Time Sheets 

SUP 


I6SUIIS<JS 
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Law, Records and Information Management 

The Court Cases 
Donald S. Skupsky, JD, CRM 


Pq. 144 - 9.3.4. Inconsistent Retention Periods 

• “Courts Evaluating Whether Records Destruction Occurred Under a Retention Program May 
Examine the Consistency of the Program. When Organizations Destroy Comparable 
Records at the Same or Similar Time, It Appears That the Destruction Took Place Under a 
Retention Program. However, When Records Are Selectively Destroyed and Similar 
Records Are Destroyed at Different Times, the Program Becomes Suspicious.” 

• “Evidence in Telectron and Carlucci (Court Cases) Conclusively Showed Selective 
Destruction of Records. Other Courts Have Reached Similar Conclusions Based on Much 
Less Conclusive Evidence. Selective Destruction of Records in Any Form Is Viewed As 
‘Bad Faith’ and May Preclude a Finding That Records Were Destroyed Under a Records 
Retention Program.” 

9.4. Components of a Leqally-Acceptable Records Retention Program 

• “Retain Similar Records for the Same or Substantially Similar Retention Periods.” 


Source: https://www.industrydocuments.ucsf.edu/docs/xhckOOOO 





Legal & Business Problems 

(Caused by Retention Schedule Inconsistencies & Deficiencies) 


Retention Schedule 

Inconsistencies/ 

Deficiencies 


Inconsistent 
Retention Periods 


Inconsistent 
Classitication, 
Coding, Filing 


Unofficial 
Records Retained 
Longer than Office of 
Record 


Redundant/Repetitive 

Categories 


Ambiguous 

Categories 


Category Variations 
of Same Record 


Categories Allowing 
Rotation of Files for 
Retention 


Improper Use of 
Retentions 
(SUP/ACT 


188 Retention 
Schedules/ 

13,000 Categories 


(L/B) 

Inability to 
Assess Retention 
Requirements 



(L/B) 

Improper 

File 

Retention 

(L) 

Selective/ 

Inconsistent 

Disposal 

X 

X 

X 

X 

X 

X 


PROBLEMS 


(L/B) 

Reduced 

Retrieval 

Capability 



(B) 

Increased 
Costs 
File Maint./ 
Retrievals 


(B) 

Causes Program 
Reimplementation 
Revisions 


(L/B) 

Promotes 

Additional 

Inconsistencies 
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RECOMMENDATIONS 



• Establish a Company-Wide Standardized 
Records Retention Schedule for PM USA 

• Expand Standardized Retention Schedule 
Concept to PM Companies, Inc. 
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Reasons to Standardize Retention 

Schedules 


• Benefits 

» Improved Business Practices In Areas of Record Maintenance 
and Retention 

» Increased Retrieval Capabilities 
» Decreased Costs 

» Reduced Departmental Disruptions Due to Reorganizations 
» Enhanced Program Uniformity and Credibility 
» Reduced Need for Future Program Modifications/Revisions 
» Improved Legal Posture 


S6SHUS02 
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